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Background Information: 

1.
Institution name: ________________________________________________.

2.
Repository/department name: ______________________________________.

3.
Your name: ____________________________________________________.

4. Contact Tel: No: ________________________________________________ 

We may wish to contact respondents by telephone to ask follow-up questions or seek clarification. If you do not wish to be contacted please tick this box: □

I.
Your Web Presence.

1. In what year did your repository first mount a website?

2. Do you have an in-house (repository employee) webmaster (vs. the parent organization, if applicable)?

3. How is the content of your website determined? (e.g. committee, head archivist, parent body etc.)

4. How is the design of your website determined? (e.g., committee, head archivist, parent body, etc.)

5. On average, how often is the content of your website updated? (e.g. daily, weekly, monthly, quarterly etc.)

6. On average, how often is the design of your website updated? (e.g. daily, weekly, monthly, quarterly etc.)

7. Approximately how much time is spent working on your website per week? (e.g. 5 hrs, 8 hrs, 16 hrs)

8. What are the goals of your web presence? (e.g. repository information, online catalogue access, digitised collection access, patron communication, professional communication, sharing good practice, social inclusion, lifelong learning)

9. What are the strengths of your website

10. How could your website be improved?

11. Do you register your website with web search engines, if so which ones?

12. How do you publicise your website and services therein?

13. Do you “register” or link your website to appropriate history or subject area web portals?

II.
Discovery Tools.


Databases.
1. Do you use a collection management system (such as DS Calm) for local/in-house access, if yes which one?

2. Does the same collection management system provide online access?

3. Do you have records in the National Register of Archives database or other archival network? (e.g., SCAN, A2A, Archives Hub)

4. Do you direct patrons to the National Register of Archives database if they are looking for materials that are potentially held at other institutions?


Online Finding Aids.

5. Does your repository create electronic finding aids? 

6. If so, how many electronic finding aids do you have and when did you start creating them? 

7. How many of these electronic finding aids are online? 

8. For approximately what percentage of your collections do you have finding aids online?

9.  What standards do you use when creating finding aids? (e.g., ISAD(G), ISAAR(CPF), NCA Rules)

10. Do these finding aids include item level descriptions, series descriptions or are they summary, fonds-level descriptions? (or a combination)

11. Do you update/revise print finding aids of older collections before you create electronic versions?

12. In what format(s) do your finding aids appear? ASCII text / HTML / SGML / XML

13. Are you using the EAD DTD for your finding aids?

14. How are you delivering EAD online finding aids? HTML / SGML / XML

15. What training did the person(s) who prepares your online finding aids have for this task? (e.g., Society of Archivists, regional workshops, in-house etc.) Who funded this attendance? 

16. How many staff members create electronic finding aids?

17. Have you attempted to find specific online finding aids for collections in your repository by doing a search using a web search engine?

18. Do you, or do you intend to, have your finding aids compatible with the Open Archives Initiative?  

19. Which thesauri and/or controlled vocabulary do you use when creating your finding aids? (e.g. UNESCO, HASSET, TGN, AAT, CDWA etc.)

III.
Reference Services.

1. Are there publicly available computers for searching your catalogue, other databases, or the Web in your reference/reading room?  If so, how many?

2. On average, how many email reference requests do you receive each week? 

3. What percentage of your overall requests does this represent?

4. Do you advertise an email reference address on your website?

5. Do researchers come to your repository looking for help to find materials in other repositories?  If so, how do you guide them?

6. Do you maintain electronic links with repositories that hold related materials (either general subject matter or collections from the same source, etc)? If you use ISAD(G) do you provide this information?

IV.
User Education

1. Who are your main user groups? (e.g. Academic Historians, Genealogists, Professionals, General Public etc.)

2. Do you show users how to search for archival records in your local online catalogue?

3. What sort of reference instruction do you include on your website? (e.g., “this is what a finding aid is and how to use it?” “this is what ISAD(G) is and why it’s good…”)

4. Do you talk with history (or other subjects) classes regarding how to find and explore archival resources? For example, have you discussed searching BIDS, BLPC or NRA or explained EAD finding aids?

5. Do you talk with scholars/faculty regarding how to find and explore archival resources? For example, have you discussed searching BIDS, BLPC or NRA or explained EAD finding aids?

6. What do you do for non-web site user education for other clients besides historians and students?

7. Do you have any regular or formal arrangements for meeting your users? E.g. friends group, user committees, workshops, open days

V.
User Surveys

1. Do you undertake any user surveys apart from Public Service Quality Group Surveys? 

2. If yes, when was this? Is it a regular activity?

3. How was the survey conducted? E.g. paper questionnaire, online questionnaire, focus groups, face to face interviews

4. What was the purpose of this survey/s?

5. Is a copy of the survey instrument publicly available?

6. Are the results of the survey publicly available?

7. What were the main recommendations from the survey?

8. Were theses acted upon?

9. If not, what were the main obstacles?

VI.
Other.

1. 
Is there anything else that you would like to tell me about your repository’s web presence, electronic finding aids, or reference services? (e.g. online paleography guides, hosting other websites (local history groups) etc.)

Thank you for your participation. We hope your input will help the archival community better serve a wide variety of researchers and is greatly appreciated. 

Your participation and responses are entirely confidential. If you have questions about the content of this survey I can be reached at 0141 330 3843 or at I.Anderson@hatii.arts.gla.ac.uk
Dr. Ian G. Anderson

Humanities Advanced Technology and Information Institute (HATII)

University of Glasgow 
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